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Objective: 
Seeking a Suitable challenging Admin/HR position for a progressive organization that will make best use of existing skills, qualifications and experience while providing the opportunity to achieve further personal and professional development and organizational goals

Profile: 
Fresher in UAE, (Experienced 9 yrs. in India) Master Degree in Arabic, Experience in Office Administration and Academic fields, excellent communication skills, having proficiency in both English and Arabic with Typing Skills in Arabic and English.
Personal Traits & Skills:

· Ability to deal with people diplomatically, friendly and engaging personality
· Excellent Verbal Communication Telephone Skills 

· Comfortable working with members of the public and Easy compromising 

· Team facilitator , Hard worker and Good leadership Ability 

· Dynamic, Confident, helpful, polite, result oriented, self-motivating, analytical and a team player

· Honest, reliable and pleasant always preserves in learning new task and good learner

· Excellent Skills in Co-Curricular Activities
Professional Experience:

· 8 years’ experience as Lecturer and 1 year as Administrator during 2006-2014. During the period I was working as Lecturer in Arabic and Students Affairs Clerk as a part of the profession and worked as Hostel Administrator
· Currently working as typist with alain typing centre at Abu Dhabi from July 2014 onwards.

Academic background:
	MA
	2007
	· Master of Arts Degree in Arabic Language and Literature 

From Calicut University, Calicut, Kerala, India. 


	SET
	2013
	· State eligibility test-from lbs centre for science and technology,kerala


	L.T.T.C
	2006
	· Language Teachers Training Certificate –From Department of Education, Kerala, India. 



	B.A
	2004
	· Bachelor of Arts –Afzal Ul Ulama 

From Calicut University, Kerala, India. 


	Plus Two-HSS
	1999
	· Higher Secondary School Certificate- Board of Higher Secondary School, Kerala, India 



	SSLC
	1997
	· Secondary School Leaving Certificate: Board of Public Education, Kerala, India 


Technical qualification:
· Computer   

:
Word , Excel, Internet, D.T.P Arabic
Typing Skill:


:
Arabic and English
Personal Details:

	Nationality
	:
	Indian

	Sex & Marital Status
	:
	Male, Married

	Age & Date of Birth
	:
	32yrs, 26-05-1982

	Languages Known

	:
	English, Arabic, and Malayalam 
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